
Referrals In  
 
Referrals In is a way to search for and accept or reject a Client Referral from another agency and to access the 
disclosed client information if the referral is accepted. 
 
 

WITS TIPS 
 
The Client Profile of the client that is referred to the agency will display only one time when the Referral Status is 
changed to “Placed/Accepted” and the FINISH button is clicked. The Client Profile is a direct copy of the Client 
Profile information in the Referred By agency. 
 
The Client Profile may be updated.  
 
If the Client is transferred to the Referred To agency, the Intake will be created and the Admission will be copied. In 
addition, the current Treatment Plan, Fee Determination, and Mental Health Assessment will be transferred has 
read only. 
 
The Unique Client ID is carried over from the first agency.  It is not recreated.  
 
To view the information that has been disclosed to the Referred To agency prior to accepting or rejecting the 
referral, search for the Client in the Clients for Consents from Outside Agencies located on the Client Search 
Screen. 
 
 

Reviewing a Client Referral  

1. The Home page displays a message indicating the number of Referrals into the agency. 

 

2. To review a Client Referral, use the Navigation Pane to go to Agency > Referrals > Referrals In. 

     2.  Click  on the Navigation Pane. 
 
3. The “Referrals for <Agency Name>” Search Screen displays. 



 
 
4. Search for the Client Referral using the Guidelines below 

 
 

GUIDELINES FOR CLIENT REFERRAL SEARCH 
To Search By: 

 Referral Status– Select the appropriate Referral Status Code and move it to the Search Criteria box 
using the forward arrow. Click GO. 

 Client ID – Enter the Client ID.  Click GO. 
 Created Date –Enter the Date the Client Referral was created. Click GO. 
 Referred Date – Enter the Date the Client Referral was sent to the Referred To agency. Click GO. 
 First Name – Enter the Client’s first name.  Click GO. 
 Last Name – Enter the Client’s last name.  Click GO. 

OR 
 Enter any combination of search criteria.  Click GO. 

OR 
 Click GO without entering any search criteria to access all Client Referrals for the Referred By agency. 

 
 Click CLEAR to clear all search criteria and results from the search screen.  

 
5. Search Results display. 

 

 
 

6. Click on Review for the selected Client. 
 

7. The Client Referral for <Client Name> displays. 
 



 
The Referral Status is “Referral Created/Pending” and must be changed to accept or reject the Client Referral. 

 

Reviewing Disclosed Information for a Referred Client  
 

1. To review the disclosed information for the referred client, use the Navigation Pane to go to Client List. 

 

 2. Click   on the navigation pane. 
 

3. The Client Search screen displays.  

4. Click . 
 

5. The Clients with Consents from Outside Agencies List displays on the Client Search screen.  
 
 

 
 

6. Select the referred client and click on Activity List 
 



7. Consented Activity List from <Referred By Region> for <Client Name> displays. 
 

 
 

8.  Click Review for a selected activity to  access the disclosed information. 

 

Accepting a Client Referral 
1. To Accept a Client Referral, use the Navigation Pane to go to Agency>Referrals> Referrals In. 

 

  2.  Click  on the Navigation Pane. 
 

2. The “Referrals for <Agency Name>” Search Screen displays. 
 

 
 
 
 
 
 
 
 



 
 
 
 
 

4. Search for the Client Referral using the Guidelines below 
 

 
GUIDELINES FOR CLIENT REFERRALSEARCH 

To Search By: 
 Referral Status– Select the appropriate Referral Status Code and move it to the Search Criteria box 

using the forward arrow. Click GO. 
 Client ID – Enter the Client ID.  Click GO. 
 Created Date –Enter the Date the Client Referral was created. Click GO. 
 Referred Date – Enter the Date the Client Referral was sent to the Referred To agency. Click GO. 
 First Name – Enter the Client’s first name.  Click GO. 
 Last Name – Enter the Client’s last name.  Click GO. 

OR 
 Enter any combination of search criteria.  Click GO. 

OR 
 Click GO without entering any search criteria to access all Client Referrals for the Referred By agency. 

 
 Click CLEAR to clear all search criteria and results from the search screen.  

 
 

5. Search Results display. 
 

 
 
6. Click on Review for the selected Client. 
 
7. The Client Referral for <Client Name> displays. 



 
 

8. Change the Referral Status to “Placed/Accepted” 
 

9. Enter an Appointment Status. 
 

10. Click . 
 

11. The Client Profile displays. (Client Profile information can be updated) 
 

 
 

 
WITS TIPS 

 
When accepting a referral from an agency outside of the Idaho Department of Health and Welfare, the Access 
Category must be completed at the time that the referral is Placed/Accepted.  
 



 
 

12. Click . 
 
13. The Client Search Screen displays. 

 

 
 

14. The client now displays in the Client List and no longer displays in the Clients with Consents from Outside 
Agencies List.   

Reviewing Linked Consents 
  
 1.  Select the client if necessary by clicking  under Actions on the Client List screen (how to select a 
client). 
  



  
  
  

  

2.  Click  in the Navigation Pane. 
  
     
3.  Click  under Actions to view Consented Activity List. 
  
  

 
 
4. Click  under Actions to view the consented item. 

 

 
 

 

 

Rejecting a Client Referral 
1. To Reject a Client Referral, use the Navigation Pane to go to Agency>Referrals> Referrals In. 

 



  2.  Click  on the Navigation Pane. 
 

3. The “Referrals for <Agency Name>” Search Screen displays. 

 
 
 

4. Search for the Client Referral using the Guidelines below 
 

 
GUIDELINES FOR CLIENT REFERRALSEARCH 

To Search By: 
 Referral Status– Select the appropriate Referral Status Code and move it to the Search Criteria box 

using the forward arrow. Click GO. 
 Client ID – Enter the Client ID.  Click GO. 
 Created Date –Enter the Date the Client Referral was created. Click GO. 
 Referred Date – Enter the Date the Client Referral was sent to the Referred To agency. Click GO. 
 First Name – Enter the Client’s first name.  Click GO. 
 Last Name – Enter the Client’s last name.  Click GO. 

OR 
 Enter any combination of search criteria.  Click GO. 

OR 
 Click GO without entering any search criteria to access all Client Referrals for the Referred By agency. 

 
 Click CLEAR to clear all search criteria and results from the search screen.  

 
 

5. Search Results display. 
 



 
 
6. Click on Review for the selected Client. 
 
7. The Client Referral for <Client Name> displays. 

 
 

4. Change the Referral Status to one of the following: Referred Terminated; Refused Treatment; Rejected by 
Program. 
 

5. Click . 
 

6. The Referrals for <Referred To Region> screen displays. 
 

 
 

7. The client that has been rejected by the Referred To agency no longer displays on the Referrals for 
<Referred To Agency> screen.  
 



8. Select and move “Rejected by Program” to the Search Criteria box. 
 

9. Click . 
 

10. The client that has been rejected displays in the Referrals for  <Referred To Agency> list box. 
 

 
 
11. The Client that has been rejected displays in the Referrals from <Referred By Agency> list box. The 

Referral Status is “Rejected by Program”.  
 

 
 

12. The Consent to Disclose Information may be “Revoked” by the Referred By Agency. 
 


